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Adding and Removing Shifts

Tracking Your Hours

Editing Your Profile

Uploading Needed Documents

Volunteer Knowledge Library



pch.samaritan.com

Login    

Login to your new volunteer Dashboard…

Note: Ensure you are using Google Chrome or Microsoft Edge [browsers].  

Do not use Microsoft Internet Explorer [browser] - it is not supported by the 
software makers of your Dashboard and does not work well with it.  

Also ensure Pop-Up displays are allowed in your Settings for this website 
(pch.samaritan.com)

https://pch.samaritan.com/custom/527/#/volunteer_home


• Login with your email address and password 

• Did you forget your password?     

• Click Forgot your password and follow the steps

• If any difficulty, view the brief Updating Your Password tutorial 

in the Volunteer Knowledge Library   

(www.phoenixchildrens.org/volunteer-knowledge-library-vkl)



Once logged in, your Volunteer Dashboard should look something like this...

Let’s get familiar with it…



Clicking on Dashboard always brings you back to this Dashboard home page



Click Logout whenever you are finished with your Dashboard session.  



Click the Camera icon to add a picture of yourself to your Dashboard.  It’s not 

displayed outside of your Dashboard, but it’s nice to personalize it with a 

picture of you!  



This is your compliance dashboard.  It lists any recent volunteer compliance to-dos, 

and also any that have expired or are about to expire.  



Another example of a Compliance Dashboard.  This one displays items that are 

currently compliant, about to expire, and expired…   

indicates an item that is expired and out of compliance

indicates this item is up-to-date

indicates this item has an upcoming deadline

PPD = TB test

LMS = Learning Modules

Important Note: Check your Compliance 

Dashboard frequently. You must keep all 
Compliance items current to continue 
volunteering at the hospital.  Talk to Volunteer 
Services if you have any questions about your 
Compliance Dashboard, or don’t know how to 
bring a compliance item up-to-date.



This volunteer has two expired 

Compliance items… 

And he will need to take care of these to continue volunteering at the 

hospital.  Of course, it is better (and often simpler) to take care of these 

before they expire!



Click on the expired compliance item… 



In this case it was the Working with Hospitalized 

Children learning module – an Annual Compliance 

item.  Simply do the online course… 

Note: If you exit the course before completion or pause it for too long, the 
system will not record you completed it.  It will still display the Expired icon 
on your Dashboard.



Your volunteer ID number – the number you’ll need to 

Sign-in (and out) of each shift at the hospital. 

Tip: write your volunteer ID number on the back of the phone card 

that Volunteer Services provided at your Tour, or take a picture of it 

with your phone.  You’ll always have it in case you forget the number. 



Your volunteer role(s) and upcoming shifts 

are displayed here…



To remove yourself from a shift, click 

Remove Yourself on that shift…

An email will automatically be sent to your Supervisor that you have removed 
yourself from that shift. Your other scheduled shifts will not be affected.

Note: Please try to provide at least 24-hour notice when removing shifts if possible.  

Also, you need to complete a minimum of 4 shifts per month to remain in good 

standing as a PCH volunteer.



To add yourself to another shift (in your volunteer role)

click see details…



A Shift Opportunity list is displayed for your volunteer 

role, including shifts you are already signed up for.  Find 

an available shift you want to add and click sign-up…

Already placed 
in this shift



Adding and Removing Shifts – a few reminders

• Remember, you need to complete a minimum of 4 shifts per 

month to remain in good standing as a PCH volunteer.

• When you add shifts beyond your monthly minimum of four, 

you receive a Sub Club credit.  When you earn five Sub Club 

credits you’ll receive a gift voucher from Volunteer Services.  

You can choose from meal vouchers, movie passes, etc.

• Please try to provide at least 24-hour notice when removing 

shifts so your Supervisor can make adjustments in your 

absence.  



Your total volunteer hours to-date are shown here

If you click more you’ll see a complete breakdown of 

your volunteer hours…



Your detailed volunteer hour breakdown should look 

something similar to this…



Log Books will display your volunteer activity history…



Click Edit Profile to make changes to your profile such as your 

Contact Information, Emergency contact, change your 

password, or even to let us know your T-shirt size (T-shirts are given 

for reaching certain hours of service milestones, special events, etc.)



Edit Profile

Please update your address and phone number, if any changes



Then,  scroll down to update anything else in your profile:

• Email address

• Dashboard Password

• Email & Text Preferences

• T-shirt size

• Your availability for volunteer shifts

• Emergency Contact info



If you made changes to your Profile, be sure to scroll to the 
bottom of your Profile and click Save 



To upload Attachments click here…

Note: Uploading documents/attachments is only available to you on the ‘active volunteer’ Dashboard. 

If you are still completing the onboarding process 

you will not have the option to upload files, 

but the Volunteer Services office can upload them for you.



Click Upload next to any item you need attached to your profile

Note:  Your list of documents/attachments will vary 
depending on your volunteer role.



After clicking Upload you’ll see this.  Click Browse and select 
the file from your computer

Then click

Note the 3mb document/picture size limit.  Ensure your 
document/picture is less than that.



After the file is uploaded, you’ll see a thumbnail of it

And the status will be Uploaded

You can Delete or Reupload any document/attachment



Volunteer Knowledge Library (VKL) is a collection of links 
that provide handy PCH volunteer information… 



On the VKL pages you can learn more about the hospital, 
childhood diseases, and probably most importantly, find 
volunteer resources that may be helpful to you…



For example, under Volunteer Resources you can find a wealth 
of information that may help you in your volunteer role.  A few 
key links are circled…



for learning, and for volunteering 
at Phoenix Children’s!


